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CENTRAL INTELLIGENCE AGENCY
Washington, D. €,

27 N¥ovember 1950

YEEORANDUE POR:  All Assistant Directors
Chief, Advisory Council
Chief, COAPS
Assistant to Executive for Manapgement
Comptroller
Genersl Counsele—m
Security Officer
Persomel Director
Servicaes 0fficer
Procurenent Officer
¥adicel officer

SUBJECTs Official Correspondence

1, Official correspondence which requires reply or action
will hereafter be (1; answered within five days of its receipt
by the Ageney, or (2) acknowledged promptly by the office to
which action it assigned, with an indication of an approacimate
date when final reply can be expected, If delay in transmission
within the Agency is expected, such acknowledgment should be made
by the office to which the correspondence is first routed,

2. When replies are prepared for the signature of the
Director, Deputy Director, or the Executive, if delay in
preparation iz expected, acknowledgment should be dispatched
by the office charged with action (unless, of course, prior
acknowledgment hac bacn made) and such acknowledgment should
be noted In the final reply subtmitied for signature.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

YURBAY McCOWNEL
Executive

Coples toi
Director
Deputy Director
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